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1. Agency Address 
Department of Education Application Number 

FOR'RECORDS MANAGEMENT USE 

85-/00-/9 Division of Public Library Services. 
Education Information Center 
156 Trinity Avenue, S.W. 
Atlanta, GA. 30303 AU6 3 I 1987 I ~ U N  -36 1988 

Date Received . Date Completed 

. Datesof Series 
arliest Latest 

1972 I to date 

. Record Series Description This file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. , 

Documentsrelatingto: Providing information anqlysis and documentation services to individual 
clients of the EIC and obtaining client evaluations of the service received. 

Indudedare: User Request Forms and attachments and Client Evaluation Forms(DE Form 0872) 

5. Records Series Title lfollowed by title used in office; if different) - 
I 

Education Information Center Request Records 

File isarranged: Numerically, annual year, by Request Number, in reverse numerical order. 

I. Monthly Reference Rate How often are records referred to which are: 
9ne to six months old 10 ; Seven to twelve months old 5 ; Thirteen to twenty-four months old 3 ;  
twenty-five months and older 5 ?  

I. Annual Rate of Accumulation of Records 
Letter-size drawers ; Legal-:ize drawers ;.Shelves ;Other (soKify) 1 Records Storaqe 
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a. IS mis tne oniciai copy OT tne series8 

b. Does t h e  series contain confidential information requiring security handling? If  yes. cite law or regulation. 

lication of this Eries in your office, or in another office M agency? 

1. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need 7 yews. 
c. Federal law years. f. Federal retention instructions years. 

Attach copy or excen of laws or regulations. Explain administrative need. 
C1 ients request updates of previous requests, which requires referral to earlier 
request record. 
requests. 

Sometimes new information packets are built  on the results of older 

2. Approved Disposition Instructions This agency recommends that the file series be cut off at  the end of each: 
h Calendar Year; 0 Fiscal Year; 0 Other then, 

!% Hold in the current files area month(s1 2 year(s1; then 
0 Transfer to local holding area; hold 
110 Transfer to State Records Center; hold L y e a r ( s ) ;  then 

Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Spedy) 

year(rl; then 

These instructions apply to al l  prior and future accumulations of the series. 

State Records Committea f S @ n a k d  Date 
tecommendations in para- 
iraph 12 are approved. 
If disappro&.attab, letter 
if explanation.) 
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I. Dater of Series I 5. Records Series T i  ffollowed by title used in office; if different) 

85 - 100 
'Date Received Dan Completed 

DEC 1 7  1985 I  AN 3 1986 

iarliest Latest 
1972 to date 

1. Record Series Description 

Documents relating to: Providing information analysis and documentation services to individual 

This file contains the following documents linclude form numbenand tides, ifany): 
Attach samples of the file. . 

clients of the EIC and obtaining client evaluations of the service received. 

lndudedare: User Request Forms and attachments, and Client Evaluation Forms (DE Form 0872) 

Education Information Center Request Records 

Fileisarrawd: Numerically, annual year, by Request Number, in reverse numerical order. 

8. Monthly Referene Rate Haw often are records referred to which are: 

9ne to six months old 10; Seven to lwelve months old 5 ; Thirteen to twenty-four months old 3 ; 
twentyfive months and older .5 ? 

#. Annual F&te of Accumulation of Recordr , . .  . 
Letiw-size drawers ; Legalsiiibrawers ;Shelves ;-f--ifyl 1 records storage 
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If not where i s  it? +-- b. Does the series mntain confidential information requiring security handling? If  yes, cite law or regulation. 

I X I c. Is th i s  a vital record? 
I X 1 d. Does this series have historical or long term research value? 

file make it necessary to keep the entire fi le for a b g  period, could these 
I 

1. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need 7 y e a r s .  
c. Federal law years. f. Federal retention instructions years. 

Attach mpy or exert  of laws or regulations. Explain administrative need. 
Clients request updates of previous request, which requires referral to earlier request 
record. Sometimes new information packets are built on the results of older requests. 

2. Approved Disposition Instructions This agency recommends that the file series be cut off at  the end of each: 
[XI Calendar Year; 0 Fiscal Year; 0 Other then, 

$1 Hold in the current files area monthlsl yeark); then 
0 Transfer to local holding area; hold 
@ Transfer to State Remrds Center; hold 2 yearls); then 
[XI Destroy. 
0 Transfer to State Archives for permanent retention. 

Other ISpecifyl 
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These instructions apply to a l l  prior and future afcumulations of the series. 
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